UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice FSFL-91

Washington, DC 20250

For: State and County Offices

FSFL Software Corrections for Loan Repayments Affected by the 2012 Leap Year

Approved by: Deputy Administrator, Farm Programs

me

Overview

A Background

Information Bulletin No. 6324 informed State and County Offices of actions necessary to
correct FSFL repayments that were recorded in APSS from February 29, 2012, to
March 1, 2013.

Information Bulletin No. 6347 instructed County Offices to stop the correction process
because accounting records were not updating correctly and instructions provided in
Information Bulletin No. 6324 needed clarification.

Before the software fix on March 1, 2013, the software was overcharging interest and
understating principal paid by 1-calendar-day’s interest accrual because of the leap year
occurring in 2012. Principal balance was not being reduced correctly; therefore, corrections
to repayments recorded from February 29, 2012, through February 28, 2013, must now be
performed.

The corrections will benefit the producer and provide a correct principal balance for loans
through the end of the loan term. If corrections are not processed, producers will continue to
pay more interest on principal that is not correct. The following corrections must be
completed:

e repayments recorded from February 29, 2012, through February 28, 2013
e any FSFL that was paid in full between February 29, 2012, and February 28, 2013.

Disposal Date Distribution

October 1, 2013 State Offices; State Offices relay to County Offices
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Overview (Continued)

A Background (Continued)

This process will increase workload in some areas because of the number of FSFL’s that are
outstanding or were paid in-full during this time period. However, it would not be equitable
to not correct all principal balances before the next installment due date. Also, to treat all
FSFL producers in a fair and equitable manner, refunds of amounts greater than $9.99 must
be paid to producers who paid their FSFL in-full between February 29, 2012, and
February 28, 2013.

Note: For guidance with FSFL’s that were liquidated or had a bankruptcy repayment:

e do not follow the instructions in this notice
e contact Stacy Carroll by either of the following:

e e-mail at stacy.carroll@wdc.usda.gov
e telephone at 202-690-8037.

While this correction process will be time consuming, State and County Offices are
encouraged to complete this task as expeditiously as possible.

Note: All corrections must be performed before August 31, 2013.

If corrections are not handled properly, accounting errors will cause multiple problems.

Note: A video teleconference (VTC) call is being scheduled for June 11, 2013, to review the
instructions in this notice. More information on this forthcoming VTC call will be
provided.

Purpose

This notice provides:

e guidance to ease the correction process and avoid as many input errors as possible

o detailed instructions for correcting and re-entering repayments that occurred because of
leap year miscalculations.

The following table provides guidance for State and County Offices when processing
corrections.

Step Process Reference
1 | Creating source document. Paragraph 2
2 |Cancelling repayments. Paragraph 3
3 |Re-entering repayments. Paragraph 4
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Overview (Continued)

B Purpose (Continued)

Step Process Reference
4 | Processing final repayment, which may consist of: Paragraphs 5
through 7

e processing final repayment (paragraph 5)

e processing final repayment refunds for amounts of $9.99 or less
(subparagraph 5 C)

e processing final repayment refunds through NRRS for amounts
greater than $9.99 (paragraphs 6 and 7).

Note: Step 4 shall only be used for final repayments for loans that
were paid in full from February 29, 2012, through
March 1, 2013.

State Office Action

A

Creating Source Document

State Offices shall generate a source document from the State Office Reporting System
(SORS) for all County Offices with FSFL’s to identify FSFL’s that had repayments recorded
from February 29, 2012, through February 28, 2013, that require correction. The SORS
report shall be generated according to the following step.

St

D

p

Action

Access SORS at https://arcticocean.sc.egov.usda.gov/sors/index.jsp.

SORS Report Catalog, select State Reports/Farm Storage Facility Loans.

Select FSFL Repayments, MDV280-R001.

ENTER “ALL” for FY, and select applicable State and county.

CLICK “Run Report”.

Under “Other Formats” at the top of the first page, select “CSV” and CLICK “Open”.

Expand all columns, as applicable.

Select rows 1-4, right-click and select “Delete”, to delete rows 1 through 4.

OIO|IN|O|OPB|IWIN|F-

Select “Repayment Date” column and CLICK “Home” tab.

[N
o

At the far right of the Home Menu, CLICK “Sort & Filter”.
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State Office Action (Continued)

A Creating Source Document (Continued)

Step Action

11 |[Select “Sort Z to A” from the drop-down list to organize the report in descending order
by repayment date.
21| sortatoz
2| sortZtoa
BH  Custom Sort...
“f=  Filter

12 |Select all rows with a repayment date earlier than February 29, 2012, right-click and
select “Delete”, to delete all selected rows.

13 |Select “Loan Number” column and CLICK “Home”.

14 |CLICK “Sort & Filter”.

15 |Select “Sort A to Z” to organize the report by loan number for convenience when
cancelling and re-entering corrected loans.

16 |Create a new folder and name the folder “Leap Year Corrections”.

17 | Save the generated report in the “Leap Year Corrections” folder using the county name
as part of the file name.
Example: “fsfl-repayment-State(County).csv”.

18 |E-mail the saved report to the appropriate County Office.

19 |Repeat steps 1 through 18 for every county in the applicable State that have FSFL’s.

Note: For questions about SORS reports, County Offices shall contact their State Office.
B Contacts

For questions about:

e this notice, State Offices shall contact Stacy Carroll by either of the following:

e

-mail at stacy.carroll@wdc.usda.gov

telephone at 202-690-8037

e refunds, State Offices shall contact either of the following:

Carrie Miller by either of the following:

e-mail at carrie.miller@kcc.usda.gov
telephone at 816-926-2853

Cari McQueen by either of the following:

e-mail at cari.mcqueen@Xkcc.usda.gov
telephone at 816-926-6790.
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Cancelling Repayments

A Cancel Repayment Transactions

State Offices shall generate and provide a SORS report to respective County Offices that
indentifies FSFL’s with repayments that require corrections, according to subparagraph 2 A.

To process the repayment reversal and correct the repayment in error because of leap year
miscalculations, County Office shall cancel the affected repayments as provided on the
SORS report, which may include multiple repayments for a loan if partial repayments were

made.

County Offices will access and complete FSFL repayment cancellations according to the
following table.

Step

Action

Result

1

On the Application Selection Menu FAX07001:

e ENTER “13”, “Price Support”
e PRESS “Enter”.

Price Support Main
Menu PCAQ05 will be displayed.

2 {On Menu PCAQO05: Facility Loans Main
Menu VCAO005 will be
e ENTER “15”, “Farm Storage Facility Loan |displayed.
Functions”
e PRESS “Enter”.
3 |On Menu VCAQOS: Screen VCA11000 will be
displayed.
e ENTER “9”, “Cancel Transaction”
e PRESS “Enter”.
4 |On Screen VCA11000: Screen VGAOQ0005 will be
displayed with all transactions
e enter applicant’s name for the selected FSFL.
e enter applicant’s ID number and type
e enter FSFL number
e PRESS “Enter”
e select and verify correct producer
e PRESS “Enter”.
5 |On Screen VGAO00005, ENTER “Y” next to the |Correction Posting Check-Off

earliest transaction to be reversed.

Note: County Offices will only need to ENTER
“Y”” once on Screen VGAO00005. The
repayment selected for reversal, as well as
any repayments thereafter, will be
reversed from System 36.

List will automatically print with
the reversed transactions listed.
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Cancelling Repayments (Continued)

A Cancel Repayment Transactions (Continued)

Step

Action Result

6

If the listed transaction is correct, PRESS | The repayment will be reversed in the
“Enter”. FSFL software.

Following is an example of Screen VGAO00005.

to

Transaction Transaction Transaction

Type Date Time

' To Continue Cmd7=End 0Of Job Mo additional tran

Notes: County Offices must ensure that “Y” is entered by the earliest
transaction to be reversed, according to step 5, and as displayed on
Screen VGAOQ00005. This will send information to accounting, and the
repayment will be reversed from System 36 and all repayments thereafter.

Do not enter “Y” in the field for loan disbursement.
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Re-Entering Repayments
A Accessing Repayment Processing

After the repayment or repayments have been cancelled according to subparagraph 3 A,
County Offices will process the applicable repayments accordingly.

Note: Because the repayment selected on the Loan Correction Screen, as well as any
repayments thereafter, are reversed from System 36, all of the later repayments must
also be re-entered.

The annual installment repayment amount entered in FSFL software must be the same as the
annual installment repayment amount entered in NRRS. These repayment amounts may be
verified by repayment receipts generated from NRRS when the repayment was originally
processed.

Note: County Offices will not have to re-enter FSFL repayments in NRRS.

To select FSFL’s for re-entering repayments, access FSFL functions from the Price Support
Main Menu, according to the following steps.

If multiple repayments were cancelled according to subparagraph 3 A, re-enter all
repayments separately, from oldest to newest.

Note: The repayment date entered for all repayments must be the same as the original
repayment date.

Step Action Result
1 |On Application Selection Menu FAX07001: Price Support Main
Menu PCAO005 will
e ENTER *13”, “Price Support” be displayed.
e PRESS “Enter”.
2 |On Menu PCAQO0S: Facility Loans Main
Menu VCAOQ05 will
e ENTER “15”, “Farm Storage Facility Loan Functions” be displayed.
e PRESS “Enter”.
3 | On Screen VCAQO0S: Screen VCA11000

will be displayed.
e ENTER “5”, “Repayment Processing”, on Menu VCA005
e PRESS “Enter”.

4 |On Screen VCA11000: Screen VCA11500
will be displayed.
o enter the applicable FSFL FY and number
e PRESS “Enter”.

5 |{On Screen VCA11500: Screen VCA12000
will be displayed.
o select the desired producer sequence number
e PRESS “Enter”.
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4 Re-Entering Repayment (Continued)

A Accessing Repayment Processing (Continued)

Step Action Result

6 |On Screen VCA12000: Screen VDAO0000

will be displayed.

o users shall verify the correct applicant and ENTER “Y” to
the question, “Is this the correct applicant?”

e ENTER *Y” to the question, “Is the repayment date prior to
today’s date?”

e PRESS “Enter”.

Note: Unless the repayment date is the current date, County
Office users shall enter “Y”” to the question “Is the
repayment date prior to today’s date?” according to
the following example Screen VCA12000.

For a:

e lump sum repayment, go to subparagraph B
o final repayment, go to subparagraph 5 A.
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Re-Entering Repayments (Continued)

B Lump Sum Repayments

On Screen VDAOQ000O, the following options for FSFL repayment will be displayed:

e lump sum repayment
e installment repayment inquiry
e |oan payoff/payoff inquiry.

Process lump sum repayments from oldest to newest according to the following table.

Step

Action

Result

1

On Screen VDAOOOOO:

e ENTER *“1”, “Lump Sum Repayment”
e PRESS “Enter”.

Screen VDA11005
will be displayed.

2 | On Screen VDA11005: Screen VDA12000
will be displayed.
e enter the original “Repayment Date (mm/dd/yyyy)”
e enter the “Repayment Amount” exactly the same as the
original repayment amount
e PRESS “Enter”.
Note: Before pressing “Enter”, County Offices shall ensure
that the repayment date entered for all repayments are
the same as the original repayment date.
3 | Screen VDA12000 will: Screen VCA97000

e display repayment information

e the question, “Do you wish to complete this Repayment?
(Y or N)” will be displayed

e ENTER *“Y” to continue payment processing.

will be displayed.

Page 9



Notice FSFL-91
4 Re-Entering Repayments (Continued)

B Lump Sum Repayments (Continued)

Step Action Result
4 |On Screen VCA97000, enter the following: | The FSFL repayment receipt will be
printed.

e printer ID to be used
e number of copies to print. Screen VCE99910 will be displayed.

PRESS “Enter”.

5 |On Screen VCE99910, the question, “Do | Lump Sum Repayment Processing is
you want to reprint this form? (Y or N)” complete in the FSFL software when
will be displayed. ENTER “N”. the repayment receipt is printed.

Notes: These steps shall be repeated for all repayments that were cancelled according to
subparagraph 3 A.

County Offices shall file a copy of the repayment receipt in the producer’s folder.
The next reminder and notification letter will reflect the correct amount due for the
FSFL repayment.

On the “Revised” and “Corrected” repayment receipts, notate “This action was
initiated according to Notice FSFL-91”.

The FSFL repayment receipt printed after the repayment corrections are completed

may reflect an incorrect installment amount due. This is a known deficit and a
software fix will be provided in a future release.
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5 Processing Final Repayments

A Final Repayments

Final repayment corrections are completed in a 2-step process; in System 36 and in NRRS.

Note: Before processing final repayments according to this subparagraph, County Offices

must have completed instructions in subparagraph 3 A to cancel the transaction under
“9”, “Cancel Transaction”.

For FSFL’s that were paid in-full between February 29, 2012, and February 28, 2013, the
final payment must be processed through System 36 according to the following table.

Step Action Result
1 | On Screen VDAOOOOO (accessed according to subparagraph 4 A) | Screen VDA20005 will
users shall: be displayed.
e ENTER “3”, “Loan Payoff/Payoff Inquiry”
e PRESS “Enter”.
2 | On Screen VDA20005: Screen VDA22000 will
be displayed.
o enter the “Repayment Date (mmddyyyy)”
e PRESS “Enter”.
On Screen VDA22000: will: Screen VCA97000 will
be displayed.
e repayment information will be displayed
o the question, “Do you wish to complete this repayment? (Y
or N)”, will be displayed.
Note: ENTER “Y” or “N”, as applicable. If the answer is:
o “N”, the job will terminate
o “Y” payment processing continues.
3 | On Screen VCA97000, enter the following: The FSFL repayment
receipt will be printed.
e printer ID to be used
e number of copies to print. Screen VCE99910 will
be displayed.
PRESS “Enter”.
4 | On Screen VCE99910, the question, “Do you want to reprint this | Loan payoff processing
form? (Y or N)” will be displayed. ENTER “N”. is complete in the FSFL
software when the
repayment receipt is
printed.

Note: The County Office shall file a copy of the repayment receipt in the producer’s folder.

6-7-13

On the “Revised” and “Corrected” repayment receipts, notate “This action was
initiated according to Notice FSFL-91”.
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5 Processing Final Repayments (Continued)
B Processing Final Repayments in NRRS

If the corrected final repayment results in a refund (or a change to a refund previously made),
the original receipt created in NRRS at the time of the repayment must be replaced with
2 new receipts. The sum of the replacement receipts must match the original receipt total.
Process the new receipt according to subparagraphs D and E, then send an e-mail to
Cari McQueen at cari.mcqueen@kcc.usda.gov to provide the original and new NRRS
receipt ID’s and to request deletion of the original receipt.

Note: All repayment corrections resulting in a refund, no matter how small or large, will
require 2 replacement receipts to be created in NRRS and an e-mail sent.

C Processing Final Repayment Refunds Through NRRS
Final FSFL annual installments that were paid in-full only between February 29, 2012, and
February 28, 2013, and resulted in a refund to the producer, must be processed in the
System 36 and also through NRRS according to the following instructions.
To enter FSFL collections with refunds of:

e $9.99 and under, complete both of the following:

e re-enter the collection in the System 36
e enter 2 receipts in NRRS, according to subparagraphs D and E

e over $9.99, complete both of the following:

e re-enter the collection in the System 36
o follow instructions for processing the receivable and 2 receipts in paragraphs 6 and 7.
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Processing Final Repayment (Continued)

D Creating First Receipt

Create the first of the 2 receipts according to the following table.

Step

Action

Result

1

On the Welcome to the NRRS Home Page, under “NRRS Menu”,
CLICK “Record New Receipt”.

Note: Access the NRRS Home Page according to 64-FlI,
paragraph 17.

Create New Receipt
Screen will be
displayed.

On the Create New Receipt Screen, enter the following:

e remittance amount (the final payment entered into System 36,
not the amount of the check)

e remitter’s name

e remittance type

e check/item number

e collection type (“Price Support Farm Storage Facility Loans”)
o effective date of the collection (original date).

CLICK “Submit”.

The following is an example of the Create New Receipt Screen
that will be displayed, when creating the first repayment receipt.

Example: Customer A’s check amount for a 2010 loan is $3,566.
System 36 current loan balance is $3,562. The
difference is $4. Enter $3,562 in NRRS as “10FSFL".

COUNTY FARM SERVICE

AR S Create New Receip

Im Remittance Amaunt: § [$3,562.00 @
Remitter Name: |10F FARMER @

: Remittance Type: |Check v @
[Receivables |
Check/Ttem Number: 1234 6]

Collaction Type: | Price Suppart Fam Storage Facility Loans ¥ | @
|M Effective Date: (mm/dd/yyyy) [01/29/2013 @
£

Enter Price Support
Program Information
Screen will be
displayed.
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Processing Final Repayment (Continued)

D Creating First Receipt (Continued)

Step

Action

Result

3

On the Enter Price Support Program Information Screen:

e select the applicable program code from the drop-down
menu, for the applicable FY the FSFL was approved
(1-FSFL, Exhibit 36)

e select the State and/or county

e enter the loan number

e CLICK “Submit”.

On the following Enter Price Support Program Information
Screen, select the applicable:

e program code (XXFSFL) from the “Program Code”
drop-down menu, where XX represents FY FSFL was
approved and initially obligated (1-FSFL, Exhibit 36)

e State and/or county from “Select State and/or county”
drop-down menu, if applicable.

Enter the applicable loan number and click 1 of the following:

“Submit” to continue

“Back” to return to the previous Screen

“Reset” to clear the current screen

“Cancel” to return to the Welcome to the NRRS Home Page.

Enter Price Support Program Information

Program Code: | 10FSFL ¥ @
Select State / County: |161D- 001 Ada v|®
Loan Number: ®

0 1 3

Home | USDA Internst | USDA Intranet | FSA Internet | FSA Intranst
Site Map |FOIA |Accessibility Statement |Privacy [Non-Discrimination |Information Quality |Policies and Links |FirstGov |

The Search for a
Customer Screen
will be displayed.
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Processing Final Repayment (Continued)

D Creating First Receipt (Continued)

Step

Action

Result

4

On the Search for a Customer Screen:

e enter the producer’s tax 1D
e select the tax ID type from the drop-down list
e CLICK “Search”.

After the user clicks “Submit” on the Enter Price Support
Program Information Screen, the following Search for a
Customer Screen will be displayed to select a customer. Enter
the customer tax ID, select tax ID type, and CLICK “Search”.

Search for a Customer

Search By Tax ID and Type
Tax ID: Ij ] I

Tax ID Type: v

The Customer
Search Results
Screen will be
displayed.

On the Customer Search Results Screen:

e select the option next to the applicable address
e CLICK “Select”.

Customers matching the information entered will be displayed.
Click button” for the applicable customer and then CLICK
“Select”.

Customer Search Results

Acct Cust ID Customer Name | Producer Source
SCIMS

Select|Select | state County|

[ soect T ock ] ese | conce |

The Confirm
Receipt Creation
Screen will be
displayed.
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Processing Final Repayment (Continued)

D Creating First Receipt (Continued)

The Confirm Receipt Creation Screen will be displayed. Verify the
information on the screen and click 1 of the following:

e “Submit” to proceed
e “Back” to return to the previous screen

e “Cancel” to cancel the creation of the receipt and return to the
Welcome to the NRRS Home Page.

Receipt Details
Remittance Amount:
Remitter Name: JOE FARMER
Responsible Remitter ID: [
Remitter ID Type: S
Remittance Type: Check
Check/Item Number: 1234
Collection Type: Price Support Farm Storage Facility Loans

%£3,562.00

Program Information
Program Code: 10FSFL-FACILITY LOAN - FARM STORAGE

Loan Mumber: 12345

[Suomi J ack | cance

Confirm Receipt Creation

Step Action Result
6 |On the Confirm Receipt Creation Screen: The Receipt
Successfully
e verify Information Recorded
e CLICK “Confirm”. Screen will be
displayed.
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Processing Final Repayments (Continued)

D Creating First Receipt (Continued)

Step

Action

Result

7

If the user clicks “Submit”, on the Confirm Receipt Creation
Screen, the following Receipt Successfully Recorded Screen
will be displayed. CLICK:

e “Print Receipt” to print the receipt
“Home” to return to the Welcome to NRRS Home Page.

Receipt ID 4559002 was successfully created.

Receipt Details

Remittance Amount: $3,562.00
Remitter Mame: 10OE FARMER
Borrower ID: |:|
Borrower ID Type: S
Remittance Type: CHECK
Check/Item Number: 1234
Collection Type: Price Support Farm Storage Facility Loans
Receipt Date Time: 01/29/2013 09:07

Receivable Balance Details
Recv ID |Orig St Orig Cnty DCIA Status Receivable Due Date

Receipt Successfully Recorded

2935002 |16 001 Not Referred 01/29/2013

| [Total |Fees |[Interest [Principal

Current Balance [$3,562.00($0.00] $0.00($3,552.00

Monies Applied  [$3,562.00(30.00| $0.00($3,562.00

Resulting Balance | $0.00(30.00| $0.00| £0.00

Refund Details
RefL_lnd Amount:

Print the receipt.
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Processing Final Repayments (Continued)

D Creating First Receipt (Continued)

Step

Action

Result

8

After creating the first receipt, County Offices must follow
these instructions to add remarks to the repayment receipt.

On the Welcome to NRRS Home Page, CLICK “Search”
under “Receipts”.

The Search for a Receipt
Screen will be displayed.

On the Search for a Receipt Screen, input the number of the
receipt just created. CLICK “Search”.

The Receipt Search Results
Screen will be displayed.

On the Receipt Search Results Screen, CLICK “Select”.

The Receipt Details Screen
will be displayed.

On the Receipt Details Screen, CLICK “Add Remarks”.

The Add Remarks to Receipt
Screen will be displayed.

On the Add Remarks to Receipt Screen, enter the ID of the
receipt being replaced as in the remark below and CLICK
“Submit”.

The Confirm Receipt Remarks
Adjustment Screen will be
displayed.

On the Confirm Receipt Remarks Adjustment Screen,
CLICK “Submit”.

The Receipt Successfully
Updated Screen will be
displayed.

From the Receipt Successfully Updated Screen, CLICK
“Home” to return to the Welcome to NRRS Home Page.

After the user clicks “Add Remarks” on the Receipt Details Screen, the following Add
Remarks to Receipt Screen will be displayed. Enter the remark “Partially replaces Receipt
ID #XXXXXXX due to FSFL Leap Year correction.”, where “XXXXXXX” is the original

receipt ID number, and CLICK “Submit”.

USDA United Stales Depariment of Agnculture
o -
s Farm Service Agency

| Home | About USDA | About NRRS | Help | ContactUs | Exit NRRS | Logout of eAuth |

Receipt ID: 4797249

Add Remarks to Receipt

Mational Receipts &
Receivables System

Remarks (limit 255 characters):

Go To Partially replaces Receipt ID #45433%4 due to FS5FL Leap -
Year correction.
-
[Sebmic | meser ] carcer |

| Home | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet |
|Site Map |FOIA |Accessibility Statement | Privacy |Non-Discrimination |Information Quality |Policies and Links |FirstGov |White House
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Processing Final Repayment (Continued)

E Creating Second Receipt

Create the second of 2 receipts according to the following table.

e remitter’s name

e remittance type

e check/item number

e collection type (“Direct Sales”)

o effective date (Original Date).

CLICK “Submit”.

Example: Customer A’s check amount for a 2010 loan is $3566.
System 36 current loan balance is $3,562. The
difference is $4. Enter $4 in NRRS using program code
“MISCINC”.

The following is an example of the Create New Receipt Screen.

Create New Receipt

Remittance Amount: § ®@
JOE FARMER @

Check v @

=rrrrerer
COUNTY FARM SERVICE
AGENC

Remitter Mame:

Remittance Type:

Check/Item Number: 234 [©)]

I

Collection Type: |DirectSales v @

M Effective Date: (mm/dd/yyyy) 1/29/2013

I
)

Step Action Result
1 | On the Welcome to the NRRS Home Page, under “NRRS Menu”, |The Create
CLICK *“Record New Receipt”. New Receipt
Screen will be
Note: Access the NRRS Home Page according to 64-Fl, displayed.
paragraph 17.
2 |Onthe Create A New Receipt Screen, enter the following: After users
click “Submit”,
e remittance amount the Enter
Direct Sales
Note: This will be the difference between the amount of the Program
final payment entered into System 36 and the amount of | Information
the check. Screen will be
displayed.
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Processing Final Repayment (Continued)

E Creating Second Receipt (Continued)

Step Action Result
3 |On the Enter Direct Sales Program Information Screen, select the If users click
applicable: “Submit”, the
Search for a
e program code, “MISCINC”, from the “Program Code” Customer
drop-down menu Screen will be
displayed.

e State and/or county from the*Select State/County” drop-down
menu.

Click 1 of the following:

“Submit” to continue

e “Back” to return to the previous screen

e “Cancel” to cancel the creation of the receipt and return to the
Welcome to the NRRS Home Page

e “Reset” to clear the current screen.

The following is an example of the Enter Direct Sales Program
Information Screen.

Enter Direct Sales Program Information
Program Code: | MISCING v| @

Select State / County: | 151D-001 Ada v @
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Processing Final Repayment (Continued)

E Creating Second Receipt (Continued)

Acct Cust ID Customer Name Producer Source
| — =T

|Select Select | State County
® [ Yo oo
[reset ] cancel|

Step Action Result
4 | On the Search for a Customer Screen: If users click
“Search”, the
e enter the producer’s tax 1D Customer
e select the tax ID type from the drop-down menu Search
e CLICK “Search”. Results
Screen will
Following is an example of the Search for a Customer Screen that | be displayed.
will be displayed when “Submit” is clicked. This screen allows
users to select a customer.
Search for a Customer
Search By Tax ID and Type
Tax ID: || ||
Tax ID Type: | 8-35N b
E e
5 | On the Customer Search Results Screen, click the button next to the | If users click
applicable address. CLICK “Select”. “Select”, the
Confirm
The following Customer Search Results Screen will be displayed Receipt
with customers matching the information entered. Creation
Screen will
be displayed.
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Notice FSFL-91

Processing Final Repayment (Continued)

E Creating Second Receipt (Continued)

Step Action Result
6 |On the Confirm Direct Sale Screen: If users click
“Confirmed”,
e verify Information the Receipt
e CLICK “Confirm”. Successfully
Recorded
Following is an example of the Confirm Direct Sale Screen. Verify | Screen will be
the information and click 1 of the following: displayed.

e “Confirm” to continue
e “Back” to return to the previous screen

e “Cancel” to cancel the receipt creation and return to the
Welcome to the NRRS Home Page.

Confirm Direct Sale

Receipt Details
Remittance Amount: $ 4.00
Remitter Name: JOF FARMER
Responsible Remitter ID:
Remitter ID Type: S
Remittance Type: Check
Check/Ttem Number: 1234
Collection Type: Direct Sales

Program Information
Program Code: MISCTNC

Program Amount: $4.00

K I
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Notice FSFL-91

Processing Final Repayment (Continued)

E Creating Second Receipt (Continued)

Step

Action

Result

7

On the Confirm Direct Sale Screen, if user clicks “Confirm”, the
following Receipt Successfully Recorded Screen will be displayed.
CLICK:

e “Print Receipt” to print the receipt
“Home” to return to the Welcome to NRRS Home Page.

Receipt ID 4559003 was successfully created.

Receipt Details
Remittance Amount: 54,00
Remitter Mame: JOE FARMER
Barrawer ID: I:I
Borrower ID Type: S
Remittance Type: CHECK
Check/Item Number: 1234
Collection Type: Direct Sales
Receipt Date Time: 01/29/2013 09:58

Receivable Balance Details
Recv ID Orig St Orig Cnty DCIA Status |Receivable Due Date
2985008 |16 001 Mot Referred 01/29/2013

Total |[Fees Interest Principal
Current Balance |$4.00|50.00 50.00 $4.00
Manies applied $4.00|50.00 50.00 £4.00
Resulting Balance [$0.00|50.00 50,00 £0.00

Refund Details

Refund Amount

Print Receipt

Receipt Successfully Recorded

instructions in subparagraph D, step 8, to add remarks to the

repayment receipt.

A ————
After creating the second receipt, County Offices must follow the
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Notice FSFL-91

5 Processing Final Repayment (Continued)

6-7-13

F Preparing a Manual Schedule of Deposit

Create the manual schedule of deposit according to the following table.

Step

Action

Result

1

On the Welcome to the NRRS Home Page, CLICK “Prepare
Deposit”.

Following is an example of the Prepare Schedule of Deposit
Screen.

National Receipts &
USDA. unitea States Department ot Agricuure Receivables System

'”'a_ Farm Service Agency

Home | About USDA | About NRRS | Help | ContactUs | Exit NRRS | Logout of eAuth

Current Office: CANYON _
T g eV ICE Prepare Schedule of Deposit

Remittance Type: |FJIanuaI j

NRRS Menu
Welcome NRRS user.
You have access to NRRS
as a County level user. m
Receivables
New Receivable
Search
Calculate Future Payoff|
Receipts
Record New Receipt
Search
Deposits
Prepare Deposit

Verify Deposit
Search

Reports
Failed Letter Report

| Home | USDA Internet | USDA Intranet | F5A Internet | FSA Intranet |
|Site Map |[FOIA |Accessibility Statement |Privacy H'lcn*DlE:r'l_‘mlnaticn |Information Quality |Policies and Links |FirstGov |White
ouse

The Prepare
Schedule of
Deposit Screen
will be
displayed.
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Notice FSFL-91

Processing Final Repayment (Continued)

F Preparing a Manual Schedule of Deposit (Continued)

Step Action Result
2 | On the Prepare Schedule of Deposit Screen: The Manual
Schedule of
e select “Manual” from the “Remittance Type” field Deposit Details
Screen will be
e insert a checkmark in the box for all receipts involved in the displayed.
manual deposit
e CLICK “Submit”.

Following is an example of the Manual Schedule of Deposit
Details Screen.

Tatonal Heceipis &
l_J_SDA Uniked Sabes Dopartment o Agncullure Receivables System
=l Farm Service Agency

Home | About USDA | About NRRS | Help | Contact Us Exit NRRS | Logout of efuth

Manual Schedule of Deposit Details

Deposit Typs: Manual
Location: CANYOM COUNTY FARM SERVICE AGEMNCY

Receipt ID:  Receipt Date: Remitter Name Type
I~ (1209005 08/24/2010 Remitter Name Here Wire Transfer
| Bl 1209063 08/24/2010 Remitter Name Here  Wire Transfer
W 4596004 01/29/2013 Remittar Name Here Chack

Total Number of Receipts: 3

Total Deposit Amount : [$4.00
Money Order Fee:fo
Schedule Number: 1050

[supme | gock | cancel

Home | USDA [nternet | USDA Intranet | FEA Internet | FS4 Intranet

Site Map |[FOIA |Accessitility Statement |Privacy |Mon-Ciscrimination [Information Quality |Policies and Links [FirstGoy |White
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Notice FSFL-91

Processing Final Repayment (Continued)

F Preparing a Manual Schedule of Deposit (Continued)

Step

Action

Result

3

On the Manual Schedule of Deposit Details Screen, input the
“Total Deposit Amount” and the “Schedule Number” from the
original receipt. CLICK “Submit”.

Note: Before clicking “Submit”, County Offices shall verify the
schedule of deposit is for the amount of the check that was
deposited, not the total deposit on the original CCC-257.

Following is an example of the Schedule of Deposit Details Screen.

National Receipts & q
USIDA united States Department ot Agricutture Receivables System

ﬁ Farm Service Agency
IEETTEE About USDA | About NRRS | Help | Contact Us | Exit NRRS | Logout of eAuth |

Schedule of Deposit Details

Deposit Type: Manual
Location: CANYOMN COUNTY FARM SERVICE AGENCY

Existing Receipis
Receipt ID: Receipt Date: Remitter Name e
4596004 01/29/2013 Remitter Name Here Check

Total Number of Receipts: 1
Total Deposit Amount 4.4 o0

Home | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet
Site Map |FOIA |Accessibility Statement |Privacy |Non-Discriminztion |Infermation Quality |Policies and Links |FirstGov |White
House

The Schedule
of Deposit
Details Screen
will be
displayed.
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Notice FSFL-91

Processing Final Repayment (Continued)

F Preparing a Manual Schedule of Deposit (Continued)

Following is an example of the Schedule of Deposit Success
Screen.

Hau O_I'Iﬂ\ HeCcepis &
Receivables System

USDA, rtoa tsies Bepriment ot rcutuee
sl Farm Service Agency

Schedule of Deposit Success

Deposit Number: 1059
Deposit Date: 017292013
Deposit Type: Manual
Lezation: CANYOM COUNTY FARM SERWVICE AGENCY
Total Number of Deposit Ttems: 1
Total Deposit Amount: $4.00
Money Order Fee: 50.00

Total
Receipt Check/Ttem Remittance
JID: [ # Remitter Name |Amount.
4596004 |Check [1234 Remitter Nama Here $4.00
nnnnn USDA [nternet | USDA Intranet | F5& [nternet | FSA Intrenet
Site Map IFOIA |Accassibility Statemant |Privacy |Non-Biseriminatian |Information Quality | Pelicies and Links |FirstGev [Whits

Step Action Result
4 | On the Schedule of Deposit Details Screen, verify that the receipt | The Schedule
and total deposit amount are correct. CLICK “Submit”. of Deposit

Success Screen
will be
displayed.
CLICK “Print
CCC-257"to
print the
schedule.
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6-7-13

Processing Final Repayment Refunds Through NRRS Greater Than $9.99

Notice FSFL-91

A Creating Receivable

Following is an example of a final repayment refund that is greater than $9.99.

Example: Customer A’s check amount for a 2010 loan is $3,562. System 36 current loan
balance is $3,528. The difference is $34. Enter in System 36 $3,528 to record the
loan repayment. Create a new receivable in NRRS for $3,528 using program
code XXFSFLMR, where XX represents the FY the FSFL was approved,
according to this subparagraph. Then record a new receipt with a remittance

amount of $3,562 and a collection type of “Existing Receivable”

, according to

subparagraph 7 A. This collection will repay the manual receivable 10FSFLMR

for $3,528 in full, and NRRS will generate a refund for $34.

Enter FSFL Collections with refunds greater than $9.99 by creating a receivable in NRRS
for the amount that was recorded in System 36.

Create the receivable according to the following table.

Note: Program code “XXFSFLMR” must be used to establish the manual receivable.

Step

Action

Result

1

On the Welcome to the NRRS Home Page, CLICK “New
Receivable”.

Note: Access the NRRS Home Page according to 64-Fl,
paragraph 17.

The following is an example of the Welcome to NRRS Home
Page that will be displayed.

Welcome to the NRRS Home Page

Receivables Welcome to the National Receipts & Receivables System. Please use the menu

options at the left to select the appropriate function
Receipts
Deposits

The Search for a
Program Screen
will be
displayed.
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

A Creating Receivable (Continued)

e enter the alphanumeric program code “XXFSFLMR” where
XX represents the FY the FSFL was approved

e CLICK “Search”.

Search for a Program

Program Name [10FSFLMR @

Step Action Result
2 | On the Search for a Program Screen: The Program
Code Search

Results Screen
will be
displayed.

On the Program Code Search Results Screen:

e click the button next to the program code
e CLICK “Select”.

Program Code Search Results

punting P ndes

DO raly

Name Description
10FSFLMR |FACILITY LOAN - FARM STORAGE

3 = e

Proceed to subparagraph B.

The Create
New
Receivable
Screen will be
displayed.
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Notice FSFL-91
Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)
B Completing the Create New Receivable Screen

Complete the following Create New Receivable Screen entries, using the example in
subparagraph A.

Create New Receivable

&ll reguired fialds are denoted by an astensk |

Date of Indebtedness: [mmfdd vyvy) |1-j 125 2000

e e

Budget Figcal Year: [2010

Select State / County: | 1610 - 001 Ada W (2

Step Field Description

1 | Date of Indebtedness |Enter the date the loan was disbursed.

2 |Budget Fiscal Year |Program year for the payment issued.

3 | Select State/County |Only displayed as a drop-down list for combined offices or
if user works in multiple offices. Select the office from
which the original disbursement was made. If thisis a
single County Office, enter State/county code with no dash.

Complete the following Create New Receivable Screen principal amounts entries, using the
example in subparagraph A.

Principal Amounts
Program Code: 10FSFLMR - FACILITY LOAM - FARM STORAGE

Program Amount 5 l.k'—dl—!.::ll:l | L
Program Charges : (5] | |?
Step Field Description
4 |Program Code [Prefilled based on the Program Code Search Results Screen
selection.

5 |Program Amount | Enter the amount from System 36.
6 |Program Charges |Leave blank.

6-7-13 Page 30



6

6-7-13

Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

B Completing the Create New Receivable Screen (Continued)

Complete the following Create New Receivable Screen debt management fees entries as
follows.

Debt Management Fees

Fee Code: | None v Fee Amount: (5) | @
Step Field Description

7 |Fee Code: Use the drop-down menu to select “None”.

8 |Fee Amount: ($) Leave blank.

Complete the following Create New Receivable Screen interest information entries as
follows.

Interest Information

Program Interest Rate [e.g. 2.25) : (%) I ]'?

ot @nter a program Interast rate unless program interast apphas o
. Refer to 58-FI handbook for program interest rate,

Warning: Do m
this receivable

{2} Late Payment Interest

Late Payment Interast will apply. The rate will be automatically assigned when the
first demand letter is issuad.

{0 Other
An explanation and rate wi~ ba input on the next scraan,
(& Mone

A -_--,|'_I._|||,_|I,|_-|| wWill Be input on the next

SCre

Step Field Description
9 |Program Interest Rate Leave blank.
10 CLICK “None”. For the remarks, notate “This action
was initiated according to Notice FSFL-91".
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

B Completing the Create New Receivable Screen (Continued)

Complete the following Create New Receivable Screen reference fields entries as follows.

Reference Fields

Establishment
Discovery | Select Discovery Code H®
) Code: select Discoveny |

Bases RET.;E:I Office Of Inspector General Audit (@

Audit Frogram Operations
Number: |Receivable Management Office Determination

Reference Fields

Reference Fields
Establishment

Discovery | Select Discovery Code EH®
Code:
Basis R’Egﬁd';:' | Select Basis Reason Code j'f_"","

M4 Select Basis Reason Code
Mumber: |Due Process Suspended
PP P - | Erroneous Payments
Fraud. Scheme or Device
Moncompliance with Program Requirements

Program Eamings Exceeded
Select a Refer|Recaivable Ganerated due to Elgibility lssues

| Select a Reference Code El |
Step Field Description
11 |Establishment Select “Program Operations” from the drop-down menu.
Recovery Code
12 |Basis Reason Code Identifies why the receivable was established. Select
“Erroneous Payments” from the drop-down menu.
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

B Completing the Create New Receivable Screen (Continued)

Complete the following Create New Receivable Screen audit and reference type code entries
as follows.

Audit
Mumbeér:

Remarks {limit

II_;?.I

Reference Fields
|Reference Type Code

LM - Loan Mumber

Select a Reference Code
Select a Referance Code
Select a Reference Code

Select a Referance Code

L

b

L

b

Reference Number

{7

2585
charactkers):
=3

Step Field Description

13 | Audit Number Leave blank.

14 |Reference Type Code Select “LN - Loan Number” from drop-down

menu.
15 |Reference Number Enter loan number.

After completing the fields, CLICK “Save and Continue”. The Search for a Customer
Screen will be displayed.
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

C Customer Searches

Use the following table example screens to continue creating the new receivable.

Step

Action

Result

1

On the Search for a Customer Screen:

e enter customer’s tax 1D
e Select tax ID type from the drop-down menu
e CLICK “Search”.

Search for a Customer

Search By Tax ID and Type

Tax ID: | | |
Tax ID Type: v

[ scarch | back | Canca

The Customer
Search Results
Screen will be
displayed.

On the Customer Search Results Screen, click the button next to the
applicable customer. CLICK “Select”.

Customer Search Results

Select | Acct Cust ID | Customer Name | Producer Source
® | SCIMS

(soect J oock | reser ] concor

The Receivable
Creation
Confirmation
Screen will be
displayed.
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

D Receivable Creation

Confirm the creation of the receivable according to the following table.

Step Action Result
1 |On Receivable Creation Confirmation Screen: The Receivable
Creation
e verify information Successful
e CLICK “Confirm”. Screen will be
displayed.

Receivable Creation Confirmation

Date of Indebtedness: 10/12/2009
Budget Fiscal Year: 2010
State / County: 16 - ID 001 - ADA

Receivable Balances
Program Code: 10FSFLMR
Program Amount : $3,528.00
Program Interest Rate : 0.000%
Program Interest Accrual: $0.00
Program Charges : 5$0.00

Interest Information:
Interast Rate : 0.000%
Type: Late Payment
Interest Accrual: $0.00

Establishment Discovery Code: Program Operations
Basis Reason Code: Erroneous Payments
Audit Number:

Reference Fields:

|Reference Type Code Reference Number
|Loan Number [7

Acct Cust ID Customer Name [Pro-ducer Source
) |sciMs

I b
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Notice FSFL-91

Processing Final Repayment Refunds Through NRRS Greater Than $9.99 (Continued)

D Receivable Creation (Continued)

Note: Print the Receivable Details Screen to file in the FSFL

folder.

e “Home” to return to the Welcome to the NRRS Home Page.

| Home | About USDA | Help | |

Receivable Creation Successful

Success. Receivable 1D 1022002 was successfully created.

Step Action Result
2 | After the receivable has been confirmed, the following Receivable The
Creation Successful Screen will be displayed with the new receivable | Welcome to
number. Click either of the following: the NRRS
Home Page
e “Receivable Number” and the Receivable Details Screen will be | will be
displayed displayed.

Creating a Receipt for the Receivable

A Creating a Receipt for the New Receivable

Create a receipt for the new receivable with the collection type “Existing Receivable”
according to the following table:

STATE FARM SERVICE
AGENCY

Welcome to the NRRS Home Page

Receivables

Welcome to the National Receipts & Receivables System. Please use the meg
options at the left to select the appropriate function

Receipts

Step Action Result
1 | On Welcome to the NRRS Home Page, under “Receipts”, CLICK “Record | The Create
New Receipt”. New Receipt
Screen will be
Note: Access the NRRS Home Page according to 64-FI, paragraph 17. displayed.
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Notice FSFL-91

Creating a Receipt for the Receivable (Continued)

A Creating a Receipt for the New Receivable (Continued)

actual remittance amount (the amount of the check received)
remitter’s name

remittance type

check/item number

collection type (“existing receivable™)

effective date of the collection.

CLICK “Submit”.

Example: Customer A’s check amount for a 2010 loan is $3,562.
System 36 current loan balance is $3,528. The difference is
$34. Enter in System 36, $3,528 to record the loan repayment.
Create a new receivable in NRRS for $3,528 using program
code “XXFSFLMR”, where XX represents FY FSFL was
approved. Then record a new receipt with a remittance amount
of $3,562 and a collection type of “Existing Receivable”. This
collection will repay the manual receivable “10FSFLMR” for
$3,528 in full, and NRRS will generate a refund for $34.

Create New Receipt
Remittance Amount: § [3562.00 | @
Remitter Name: [JOE FARMER | @
Remittance Type: |Check vl @
Check/Item Number: [1345 |®
Collection Type: v @
Effective Date: (mm/dd/yyyy) [01/29/2013 | ®
Submi ] heset

Step Action Result
2 | The following is an example of the Create New Receipt Screen with The Enter
“Existing Receivable” selected in the “Collection Type” field. The Price Support
“Effective Date” field will default to current date. Program
Information
On the Create New Receipt Screen, enter: Screen will be
displayed.
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Notice FSFL-91

Creating a Receipt for the Receivable (Continued)

A Creating a Receipt for the New Receivable (Continued)

Step

Action

Result

3

On Search for a Customer Screen:

e enter producer’s tax 1D
o select the tax ID type from the drop-down menu
e CLICK “Search”.

Search for a Customer

Search By Tax ID and Type

Tax ID: |
Tax ID Type: v

[ searc | ack § Conct |

The Customer
Search Results
Screen will be
displayed.

Customers matching the information entered will be displayed. Select the
applicable customer by clicking the button to the left of the desired
customer, then CLICK “Select” to select the customer. On Customer
Search Results Screen, under “Select”, click the button next to the
applicable address and CLICK “Select”.

Customer Search Results

Acct Cust ID | Customer Name | Producer Source
L SCIMS

Select | Select State | County
(O] PO BOX 651916 001

[eect [ ook | resec ] concol

The Allocate
Receipt Screen
will be
displayed.
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Notice FSFL-91
7 Creating a Receipt for the Receivable (Continued)

A Creating a Receipt for the New Receivable (Continued)

Step Action Result
5 | On the Allocate Receipt Screen: The Confirm
Receipt
o verify that the total remittance amount matches the amount on the check |Creation
Screen will

e verify the pending refund amount is equal to the difference between the |be displayed.
amount on the check and the amount applied to the loan

e CLICK “Submit”.

Note: Users may reallocate the way the monies were applied and will be
required to enter an explanation in the “Allocation Funds Remarks”
field. NRRS will automatically apply monies to the oldest debt first;
therefore, if the producer has other outstanding receivables,
re-allocation will be necessary to apply the collection to the FSFL
receivable created according to paragraph 6. Also, note the refund
amount that will be generated.

Allocate Receipt

The system has provided a default monies allocation. If the allocation is not
accurate, please use the text boxes to correct the values. Changing the default
values will require that remarks are provided.

] Receipt Allocation
%3,562.00 Total Remittance Amount.
Recv ID Orig St | Orig Cnty |[DCIA Status |Receivable Due Date
2985021 |16 001 Not Referred 10/12/2009

Total | Fees Interest| Principal
Current Balance $3,528.00|50.00 50.00(53,528.00

Monies Applied |3525.00 50.00 5$0.00|53,528.00
|Resulting Balance | $0.00($0.00| s0.00| $0.00

Alternate Payee?| Gypq

O yes
534.00|Pending Refund Amount
Allocation Fund Remarks (limit 255 characters)
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Notice FSFL-91
7 Creating a Receipt for the Receivable (Continued)

A Creating a Receipt for the New Receivable (Continued)

Step Action Result
6 |On the Confirm Receipt Creation Screen: The Receipt
Successfully
o verify Information Recorded
e CLICK “Confirm”. Screen will
be displayed.

Confirm Receipt Creation

$3,562.00 Total Remittance Amount
|Recv ID |0rig St | Orig Cnty | DCIA Status |Receivable Due Date
|2985021 [16  |001 |Not Referred | 10/12/2009

| [Total |Fees |Interest |Principal
Previous Balance [$3,528.00|30.00/ 3$0.00[$32,528.00
Monies Applied  [$3,528.00($0.00| $0.00($3,528.00
Resulting Balance|  3$0.00(30.00] s0.00|  50.00

Alternate Payee? |N0
$34.00 |Refund Amount:
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Notice FSFL-91

Creating a Receipt for the Receivable (Continued)

A Creating a Receipt for the New Receivable (Continued)

Step Action Result
7 | On the Receipt Successfully Recorded Screen, click either of the following: The Welcome
to the NRRS
e “Print Receipt” Home Page
e “Home”. will be
displayed.

| Home | About USDA | About NRRS | Help | Contact Us | Exit NRRS

Receipt Successfully Recorded

Receipt ID 4559024 was successfully created.

Receipt Details

Remittance Amount: $3,552.00
Remitter Name: JOE FARMER
Borrower ID: l:l
Borrower ID Type: S
Remittance Type: CHECK
Check/Item Mumber: 1345
Collection Type: Existing Receivable
Receipt Date Time: 01/29/2013 11:03

Receivable Balance Details
Recv ID |Orig St Orig Cnty |DCIA Status

2935021 |16 001 Mot Referred

| [Total
Current Balance [$3,528.00(30.00|
Monies Applied  |$3,528.00(50.00|
Resulting Balance| $0.00($0.00|

Receivable Due Date
10/12/2009

|Fees |Interest Principal
$0,00($3,528.00
$0.00%$3,528.00
$0.00]| $0.00

Refund Details
Alternate Payee? No
Refund Amount: $34.00

Print Receipt

Proceed to subparagraph B.

B Create Schedule of Deposit and Process Refund

Prepare the manual schedule of deposit according to instructions in subparagraph 5 F. Verify
according to instructions in 64-FI, paragraph 51.

Process the refund payment in NPS according to 1-FI, paragraphs 136 through 140.

County Offices must send an e-mail to Cari McQueen at cari.mcqueen@kcc.usda.gov to:

e provide the new NRRS receipt ID

e request deletion of the original receipt, according to subparagraph 5 B.
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